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At Intero, we spend a good deal of time talking about how an organization looks on
LinkedIn. There are good reasons for CEOs, business owners and executives to perk up,
be aware and tackle what’s happening on LinkedIn.
LinkedIn starts with an individual—your employee, future talent, the last person who left
(voluntarily or not), your competition and your industry colleagues.
When someone builds their profile (their story and brand), your organization may be
included and even mentioned.
Your organization may be listed or displayed in any of the following places:
Under Professional Experience
Under Volunteer Experience
They may follow your LinkedIn Company Page
They may join a Group that someone in your organization administers
Understanding how easily your organization may be represented on LinkedIn is critical.
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Let’s say that over the past five years you’ve hired people who, at some point, created a
LinkedIn profile but did not keep it current, did not know how to use it or let it fall to the
wayside, and subsequently left your organization. Perhaps some of these folks were not
ideal employees, and even though they are no longer with your organization, your
organization is still listed as their current experience. We see it every day. People call or
email us and ask us how to get ex-employees off of their LinkedIn company page. It’s not
easy. You either have to reach out to them and ask them to close out that position as their
current experience or reach out to LinkedIn.
We cannot stress enough for you to remember, LinkedIn starts with the individual. An
individual crafts a profile that contains whatever information they choose. Is that a good
idea? If they understand the value of LinkedIn, how LinkedIn functions behind the scenes,
and the fundamentals of business in a social world, you might be okay to let them handle
things on their own. Others, though, benefit from a basic understanding of how LinkedIn
works and a template to guide in building the best LinkedIn profile, both for the individual
and the organization. Their profile should reflect a high level of professionalism, a sense
of your values, culture, and value proposition.
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Here are a few additional tips to manage employees’ LinkedIn profiles:
Let them know that while LinkedIn participation isn’t mandatory, if they have a Profile,
it is strongly suggested that they follow best practices. Best practices result in your
employees looking more professional.
Make sure employees know that you realize the importance of social and how each of
their networks is critical to the organization’s ongoing success.
Share how the organization is leveraging LinkedIn for marketing, sales and
employment opportunities.
Provide ongoing training and resources to minimize how much they have to figure out
on their own.
Share an example of good profile(s) and what makes them good (they are complete,
(key-worded, friendly).
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Suggest consistency in language and formatting for certain sections (i.e. everyone puts
their certifications in the certification section, not experience section; the same with
volunteer experience).
Include a one- or two-line description of your value statement, “about us” statement, USP,
mission statement, etc. This ensures that if people look at an assortment of profiles within
an organization, they all say the same thing. This looks good from a marketing
perspective.
Ask your employees to follow your LinkedIn Company Page and share the content (blogs,
videos, press releases, job openings etc.) with their networks.
Share success stories with employees on wins, (whether new business or retention) and
new hires from LinkedIn.
Weave a LinkedIn tip or two into your newsletter, intranet, or meeting to keep employees
updated and interested.
Remind them if they are new or change positions within the organization to update their
profile with their new information. (We see lots of profiles that have job descriptions for
every position except for their current one).
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When was the last time you or someone in your marketing or human resources
department reviewed your employees’ LinkedIn profiles? Here’s a framework for
reviewing LinkedIn Profiles. Perhaps this is an exercise to delegate to all of your
managers; not just your marketing department.
Review your employees’ LinkedIn profiles for the following: (don’t forget to also review
your own Profile and those of your executive team)
1. Does the individual have a professional photo?
2. Are they describing the organization and their role accurately?
3. Is the organization’s logo displayed in their Experience section? (see LinkedIn
Company page below)
4. How complete is their Profile?
Summary
Job description for each section of experience (especially their most current position)
Education
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5. Have they included extra Sections?
Volunteer Experience
Organizations
Certifications
Publications
Languages
Projects (great if you have an organization-wide community or social cause)
6. Have they included any additional media in their Summary or Experience section?
This could be a pdf, video, SlideShare presentation, etc.
7 How accurate is their LinkedIn content?
8. How many Connections do they have on LinkedIn?
We don’t advocate having a large network simply to have a large network, but for
some, it’s crucial if they are using LinkedIn as a business tool. Salespeople and in-house
recruiters should have 500+ connections.
Benchmark the number and use it as part of their professional development plan.
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9. How many Groups are they members of?
Groups provide the opportunity to increase network size without having to Connect
with others.Individuals can join up to 50 Groups. This is necessary to create
greater access and exposure.
Benchmark the number and use as part of their professional development plan.
This will provide a good overview. You will see patterns, gaps and, undoubtedly, areas for
improvement. Here’s a worksheet that may help, download here.
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You better. More than 7 million organizations have a LinkedIn Company Page. If you
already do, go check it out. And, don't forget your LinkedIn Company Page needs
attention and curation.
1. Is your logo uploaded?
2. Who are the LinkedIn Company Page administrators? You should have at least two to
three people in various areas of your organization.
3. Is the Overview and Description filled out?
4. Is there a link to your website?
5 Are all of your employees linked to your LinkedIn Company page? Are they all current
employees?
Removing previous employees can get out of hand and you may need LinkedIn’s
help with this. Here are additional suggestions of how to manage it on your own.
6. Do you have any content posting to your LinkedIn Company page?
Content is good and necessary
What does the engagement look like?
7. Who is following your LinkedIn Company Page?
Pay attention. There could be potential customers, employees and strategic
partners following you.
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8. Do you have any Showcase Pages?
If so, do you have specific content for those Showcase Pages?
Note: Showcase Pages are great for large companies, nonprofits who may have distinct
constituencies and higher education. They are designed to create micro-communities
within your organization.
Start with this list and you will have a great overview of how you, your employees and
your organization looks on LinkedIn and on all the search engines.
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Off-boarding is real and you should have a plan in place when employees leave your
organization. When an employee leaves your organization, don’t forget to discuss their
LinkedIn profile. It’s important.
Here are four items to discuss.
1. Changing Their Email Address
If they receive LinkedIn related messages to their work email, chances are they have that
email listed as either a primary or secondary email on LinkedIn. You’ll want to have them
change these settings to ensure they retain access to their LinkedIn profile.
Employee Tip:
To change this, go to your settings by clicking on your photo on the upper right-hand side
of LinkedIn and going down to “Privacy & Settings.”
Next, click on “Change/Add” located next to primary email. If your work email is listed as
your primary email, either add a new email address or select one of your other email
addresses and click on “Make Primary” located next to the desired email.
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Once you make an alternative email address your primary address, you can then click on
“Remove” located on the same line as your work email address to completely remove that
address from your list.
We often come across people who have duplicate Profiles or can’t log in to their Profiles
because their LinkedIn account is associated with an old work email that they no longer
have access to. This is a headache for both the individual and the previous employer.
For the individual, in many cases the only way to get around this issue is to create a new
account and totally shut down the original profile, potentially causing you to lose all
connections, messages, recommendations and other key information. For the employer,
this also explains why many times there are employees attached to your organization who
are no longer working there.
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2. Updating Their Headline
The headline is the one or two lines of text that are located right under your name. Does
their headline still reference the title from the position they no longer have? If so, don’t
forget to have them change this to reflect their departure.
3. Updating Their Experience
At the same time that they update your headline, you’re also going to want to suggest that
they go in and update their experience section. More specifically, make sure they change
the dates in which they worked with the organization by unchecking “I currently work here”
and adding in either an end year or end month and year. This is how they “disconnect” as
a current employee.
4. Disconnecting from the LinkedIn Company Page
Last but not least, and probably the most overlooked, is to disconnect them from the
LinkedIn Company Page if they had been given admin rights. You can see who has
administrative rights on your Company Page by clicking on the edit button on the right
hand side of the page. Under “Company Page Admins”, if you see their name listed, click
the X to remove them as a “Designated Admin.”
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Your organization is looking good, you've brought your employment and marketing
message together. Now, tell people what you are doing, thinking about and creating at
your organization.
Think content. Think all kinds of content. Try to think broader than your organization.
Think about your clients, other organizations, your business community and your industry.
Add press releases, shout outs, employee recognition, video, white papers, blog posts,
awards, industry trends, job postings, contests, and questions. Don't stop there, be
creative and professional.
Your LinkedIn Company Page admins (remember, have more than one) can provide the
insight to inform others in the organization what types of content resonate the most.
And, don't forget to look at all the Analytics and Notifications and Followers.
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We’ve covered quite a bit here and are confident that if you begin to discuss, review,
assign and weave this information into your various department messaging you will
present a stronger, more relevant “face” to your organization. The face of your
organization is no longer just sales. It’s each person you employ. Please, take that
seriously.
Good luck, get started and find success on LinkedIn. It’s there; make it your own.
Please let us know if we can further help you.
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